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FAVOURITES  

 
 The Favourites screens provide the ability to define lists of patients of Personal Favourites or Shared Favourites.  

1. Personal Favourites are a list of patients which you have created to streamline your personal workflow 
2. Shared Favourites are a list of patients which you or another user has created to streamline the workflow 

for a number of users who require the results of the same group of patients. 
3. The System Administration function is privilege based and enables a user to make changes (modify and 

delete) Shared Favourites created by another user. 
 Personal and/or Shared favourites lists can only be viewed in My Tasks > Favourites when they are set up and have 

entries (patients added to them). 
 
Navigation: User Settings > Favourites 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: Any changes made to Favourites will take effect immediately. The user does NOT need to logout of the system. 
 

FAVOURITES – CREATE/MODIFY 

 

1. Create Personal Favourites list  

 
Navigation: User Settings > Favourites > Create/Modify 

 

  

Personal Favourites: A list of patients created and 
only be accessed by the user via the My Tasks > 
Favourites tab. 

Shared Favourites: A list of patients created for and accessed by 
multiple users via the My Tasks > Favourites tab, for example within 
a clinical unit. 

To create a Personal Favourite  
1. Select User Settings from the main screen.  
2. Select the Favourites sub menu option on the left side of screen.  
3. Select Create/Modify sub menu option   
4. Ensure the Create New Personal Favourites radio button is selected. Note: Orange heading 
identifies which field is active 
5. Select the new button  

A limit of 6 Personal Favourites lists containing up to 200 UR 
numbers  
Delete Favourites lists if there are no patient entries in the list 
When AUSLAB is unavailable users may not add, modify or 
remove patients from the Favourite lists 
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2. Modify a Personal Favourite l ist 

 
 
Navigation: User Settings > Favourites > Create/Modify 
 

 

 

 

 

 
 
 
 
 
 
 
 
 
  

7. Select Enter, Tab, or Select out of the cell. The text will appear in red to indicate that the entry is not yet 
saved. Select the Save button displayed in the top row. 

6. Enter the Name of the Personal Favourite in the Name field. Up to 15 characters may be entered. 

1. Select the existing Personal Favourite Name and modify the name. 
2. Select Enter, Tab, or Select out of the cell. 
3. Select the save button to save the modified Personal Favourite List name. 
 
When AUSLAB is unavailable, users may not be able to add, modify or remove patients from the favourite 
lists. 
 

The text will change to black to indicate that it has been saved 
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3. Delete a Personal Favourite 

 
Navigation: User Settings > Favourites > Create/Modify 
 
 
 
 
 
 
 
 
 
 
 
 
Note: The Personal Favourite will be removed from ALL lists in Auscare. The save button is NOT required to delete a Personal 
Favourite.  
 

4. Selecting Default Personal Favourite 

 
Navigation: User Settings > Favourites > Create/Modify 
 
Selecting Default Personal Favourite sets which Personal Favourite list will be the open list on the My Tasks > Favoutites 
screen.  
 
 
 
 
 
 
 
 
 
The Personal Favourite list will be displayed via My Tasks > Favourites if the Personal Favourite list has a patient list 
 
 
 
 
 
 
 
 
 
 
  

The radio button in the Default column selects the 
Personal Favourite List 

Default Personal Favourite list displays  

A Personal Favourite can only be deleted if there are no patient 
entries shown in the Entries column. 

 
Click the check box of the existing Personal Favourite to be deleted. 
Select the delete button 
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5. To add a patient to a Favourites l ist  

 
Navigation: Enquiry screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 1. Enquiry search 

2. Select one or more 
patients individually or 
via the “Select all” check 
box 

4. Select the required 
Favourite list 

3. The +Favourites drop 
down selection will 
display all of the 
Personal lists created 
for the user and all of 
the Shared Favourite 
lists that user has 
elected to include 

The Status column will display indicators if patients cannot be added to a Favourite list.  

 “Previously Added” (if the patient(s) have already been added to the Favourite list) or  
 “Limit” (if the Favourite list already has 200 entries). 

Windows Internet Explorer 
opens confirming the action. 
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6. To Create a Shared Favourite 

 
Navigation: User Settings > Favourites > Create /Modify 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

To create a Shared Favourite  
1. Select User Settings from the main screen. 
2. Select the Favourites sub menu option on the left side of screen. 
3. Select Create/Modify sub menu option  
4. Ensure the Create New Shared Favourites radio button is selected. Note: Orange heading identifies which 
field is active 
5. Select the new button  

A limit of 6 Shared Favourites lists containing up to 
200 UR numbers  
Delete Favourites lists if there are no patient entries 
in the list 
When AUSLAB is unavailable users may not add, 
modify or remove patients from the Favourite lists 

6. Enter a HCF ,Look Up button available. The HCF field is mandatory and is marked with a red asterisk. 

7. Enter a Clinical Unit either manually or via the Look Up button. The Clinical Unit field is mandatory and is 
marked with a red asterisk. 
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7. Modify a Shared Favourite l ist 

 
Navigation: User Settings > Favourites > Create /Modify 
 
 
 
 
 
 
 
 
 
 
  

8. Enter a Description. The Description has a character limit of 15 characters. The Description field is 
mandatory and is marked with a red asterisk. 

9. Enter a Purpose. A pop up box will open that allows input of up to 60 characters. This box collapses once 
focus is out of the field. The Purpose field is mandatory and is marked with a red asterisk. 

10. Once a Shared Favourite is created it can be included to be used. This can be done by Selecting in the 
Include column check box for the Shared Favourite.  
(See below information regarding Shared Favourites) 

11. Select the save button to save the New Shared Favourite entry. The Shared Favourite will now be available 
to add a patient/s to it or when moving patient/s to it. 

1. Modify an existing HCF either manually or via the Look Up button 
2. Modify an existing Clinical Unit either manually or via the Look Up 
button 
3. Modify an existing Description 
4. Modify an existing Purpose 

5. Select the save button to save the 
modified Shared Favourite entry. 
Note: The modified Shared Favourite 
changes are reflected in the Audit trail. 



AUSCARE – Reference Guide –  
MH Favourites  

 

 

9 
AUSCARE_Reference Guide_MH Favourites 

8. Delete a Shared Favourite list  that you created 

 
Navigation: User Settings > Favourites > Create/Modify 
On the Create/modify screen you can only delete shared favourites which you have created. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FAVOURITES – VIEW MY FAVOURITES 

 
Navigation: User Settings > Favourites > View My Favourites 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FAVOURITES – MANAGED SHARED 

 
My Shared Favourites table enables users to: 
 View the Shared Favourites created by you and other users. 
 View the number of patient entries for each Shared Favourite. 
 View the audit entries for each Shared Favourite. 
 Enable a Shared Favourite to display in your ‘My Tasks’ screen 
  

A Shared Favourite can only be deleted if there are 
no patient entries shown in the Entries column. 

 
Click the check box of the existing Shared Favourite 
to be deleted. Select the delete button 

Read only access to view any existing Personal Favourites and any 
Shared Favourites that they have elected to Include in their view 
within the AUSCARE > My Tasks > Favourites tab. 
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Navigation: User Settings > Favourites > Managed Shared 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. To view an audit entry via the My Shared Favourites table  

 
Navigation: User Settings > Favourites > Managed Shared 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

  
By default the system displays the “My Shared Favourites” filter. 
Any Shared Favourites, created by the user, display in the table with the number of patient 
entries displayed in the Entries column. 

The lower table is always “Included Shared Favourites”. 

Only one table is 
enabled at any one 
time. The Manage Shared menu item opens with the following Filters: 

• My Shared Favourites and 
• Search Available Shared Favourites 

1. Select the Audit radio button for the required Shared Favourite. 
2. Select the audit button. 

1. Select the Audit radio button for the required Shared Favourite. 
2. Select the audit button. 
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2. To Add a ‘My Shared Favourites’ to the “Included Shared Favourites” table  

 
This action results in the selected Shared Favourite displaying on your My Tasks screen. 
 
Navigation: User Settings > Favourites > Managed Shared 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Audit entries include: 
 
Time/Date of any activity to the Shared Favourite (created, configuration changes, included or removed) 
Description outlines the Shared Favourite activity. 
Event: ‘Created’, ‘Modified’, ‘Added’ or ‘Removed’. 
Note: The ‘Purpose’ is viewed through a mouse hover on any column entry within the Audit table. 
Exit the Audit screen and return to the My Shared Favourites table screen select the back button. 

1. Select in the check box for the required Shared Favourite(s).  
Note: The add button will display if there are less than six entries 
within the Included Shared Favourites table.  

2. Select the add button. 
 

1. Select in the check box for the required Shared Favourite(s).  
Note: The add button will display if there are less than six entries 
within the Included Shared Favourites table.  

2. Select the add button. 
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Navigation: User Settings > Favourites > View My Favourites > Included Shared Favourites table 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Shared Favourite(s) will also be available in the My Tasks > Favourites tab Shared Favourites List once patients are 
assigned to it. 
 
Navigation: My Tasks > Favourites  
 
 
 
 
 
 
 
 
 
 
 
 
 
  

The Shared Favourite(s) will be added to the Included Shared 
Favourites table.  

The Shared Favourite(s) will appear in the Favourites drop down boxes when adding 
patients to a Favourite list, removing patients from a Favourite list or when moving patients 
to another Favourite list. 

Information relating to the creation of the personal or shared 
favourite list displays when the mouse if hovered near the list title. 
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3. Functions of the Included Shared Favourites table  

 

 
 
 

4. Removing a Shared Favourite from the “Included Shared Favo urites” table 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

View the number of entries for each Shared Favourite listed and 
assign a default Shared Favourite. 

1. Select the radio button to enable the Included Shared 
Favourites table. 
Select the check box of Shared Favourite(s) to be removed. 

2. Select the remove button.  
The Shared Favourite(s) will be removed from the Included 
Shared Favourite table.  
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5. Selecting Default Shared Favourite 

 
Navigation: User Settings > Favourites > Managed Shared 
 
Selecting Default shared Favourite sets which Shared Favourite list will be the open list on the My Tasks > Favoutites screen.  
 
 
 
 
 
 
 
 
The Shared Favourite list will be displayed via My Tasks > Favourites if the Shared Favourite list has a patient list 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Search Available Shared Favourites 

 
Navigation: User Settings > Favourites > Managed Shared 
 
The Search Available Shared Favourites enables users to: 
 Search the system for ALL (logged in user and other users) current Shared Favourites.  
 
This function would be performed if a user wanted to:  
 Include their own and/or other users Shared Favourite(s).  
 View the audit trail for their own and/or other users Shared Favourite(s). 
 Delete their own and/or other users Shared Favourite(s) off the system.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

The radio button in the Default column selects the 
Shared Favourite List 

Default Shared Favourite list displays  

Note: The user must 
have Favourites 
Administrator privilege 
to delete other user’s 
Shared Favourite(s). 
A Shared Favourite 
must have 0 patient 
entries to be enabled 
for selection. 
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A user is ONLY able to search other user’s Shared Favourites within the same division, via Auscare User Settings > Favourites 
> Managed Shared > Search Available Shared Favourites.  
i.e. Forensic users will NOT be able to view Pathology user Shared Favourites and visa versa. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. To Add “Available Shared Favourites for <HCF/Unit>” to the “Included Shared Favourites” table  

 
Navigation: User Settings > Favourites > Managed Shared 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

1. Select the radio button for Search Available Shared Favourites 
2. Enter a HCF either manually or via the Look Up button.  
3. Enter a Clinical Unit (if required) either manually or via the Look Up button.  
4. Select the search button. 

5. The system will display all of the Shared 
Favourites lists created in the system that 
match the search criteria. 

clear search fields and perform a new search  

1. Select the check box 
for the required 
Shared Favourite(s). 

2. Select the add button. 
Note: The add button will display if 
there are less than 6 entries within 
the Included Shared Favourites table. 
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8. To add a patient to a Favourites l ist  

 
Navigation: Enquiry  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. The selected Shared Favourite(s) will 
be added to the Included Shared 
Favourites table. 

4. Select the required 
Favourite list 

3. The +Favourites drop 
down selection will 
display all of the Shared 
Favourite(s)  

1. Enquiry search 

2. Select one or more 
patients individually or 
via the “Select all” check 
box 

Windows Internet Explorer 
opens confirming the action. 
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FAVOURITES – SYSTEM ADMINISTRATOR 

 
The System Administrator sub menu will ONLY display if a user has Auscare Favourites and Favourites Admin privileges. 
System Administrators have access to all the Shared Favourites on the system, not just the ones they have created.  
 
Navigation: User Settings > Favourites > System Administrator 
 
The System Administrator screen includes two sections:  
 Available Shared Favourites and  
 Modify Shared Favourites.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Note:  
 

 Only 6 Shared Favourites can be listed within the Included Shared Favourites table. If an additional Shared Favourite 
is added, an alert message will be displayed indicating that the number of Included Shared Favourites will exceed 6. 

 Duplicate entries cannot exist within the Included Shared Favourites table. If a duplicate Shared Favourite is added, 
an alert message will be displayed. 

 
Select OK to accept and clear the alert. 

 

Perform a search using the filters to find the 
Shared Favourite(s) to be modified or deleted  
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1. Delete a Shared Favourite from the Available Shared Favourites for <HCF/Unit> table  

 
Navigation: User Settings > Favourites > System Administration 
On the System Administration screen you are able to delete any shared favourites whether you created it or not. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Modify a Shared Favourite from the Available Shared Favourites for <HCF/Unit> table  

 
Navigation: User Settings > Favourites > System Administration 
On the System Administration screen you are able to modift any shared favourites whether you created it or not. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

A Shared Favourite can only be deleted if there are 
no patient entries shown in the Entries column. 

 
Click the check box of the existing Shared 
Favourite to be deleted. Select the delete 
button 

 
 

Click the check box of the existing Shared Favourite to be modified.  
Select the Add to Modify button for entry to display on Modified Shared 
Favourites table 
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3. Clearing or Deleting Shared Favourite(s) from the Modify Shared Favourites table  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A user can clear ALL entries within the Modify Shared Favourites table.  
1. Select the Modify Shared Favourites table radio button.  
2. Select the clear button.  
3. ALL Shared Favourites list within the Modify Shared Favourites table will be removed.  
 
Note: The Shared Favourites still exist in the Available Shared Favourites table.  
 
 
 
 
 
 
 
  

 Changes made to entry are in red until saved  

Select the tick boxes of all the entries to be 
cleared or deleted 

Select the Modify Shared Favourites table radio 
button 

Select the Clear button. 
Note: The Shared Favourites still exist in the 
Available Shared Favourites table 

Select the Deletebutton. 
Note: The Shared Favourites will be removed 
from ALL lists in Auscare 
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MY TASKS BUTTON 

 
Users are able to access their Investigations for Sign Off, Referrals for Review and Favourites.  
 

MY TASKS - FAVOURITES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

My Tasks button  The default tab is highlighted 
in orange  

Select the tick boxes of all the entries to be 
cleared or deleted 

On initial entry the 
defaulted 
Favourites list is 
displayed . 
Note:  
If no patients have 
been allocated to a 
Personal or 
Included Shared 
Favourite, then a 
patient list will not 
display and the 
Favourite name 
will not be indexed 
in the left pane. 

Select the print button to print the displayed 
patient list 

Default primary sorting of patients in the Favourites tab 
Status column in the following order:  
1. Red Envelope  
1.1. Flashing Red Icon 
1.2. Static Red Icon 
2. Yellow Icon  
2.1. Flashing Yellow Icon 
2.2. Static Yellow Icon 
3. Green Icon 
3.1. Flashing Green Icon 
3.2. Static Green Icon  
4. Rotating hourglass  
5. Static hourglass  
 

Default secondary 
sorting of patients in 
the Favourites tab is 
by Name in 
alphabetical order 


